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|. Direct Billing Services - Online Bill Access
Introduction

A. Overview Of Application:

VITA will bill in-scope agencies for direct costs of IT Goods & Servicesand IT
Payroll Services provided. Each agency’s bill is based on payments made by
VITA towards IT Goods & Services procured and costs incurred for IT Payroll
Services for a particular Agency.

VITA Direct Billing Services application uses the procurement data entered by
the Agency in eVa, Virginids statewide e-procurement application and the payroll
data from CIPPS, Statewide Payroll and Leave System to prepare the data
required for “VITA Direct Billing Services Bill”. This data will be used to
generate the VITA Direct Billing Services IAT, the IT Goods & Services Invoice
Detail Report and the IT Payroll Invoice Detail Report.

VITA Customers and Agencies can access VITA Direct Billing Services IAT and
Invoice Detail Reports online through the Direct Billing Services - Online Bill
Access Application.

B. Description:

Direct Billing Services - Online Bill Access Application is an internet application
which can be accessed by VITA customer billing contacts and other designated
personnel to view, download VITA Direct Billing Services IAT and Invoice
Detail Reports.

Starting with the July-04 Billing period, VITA Direct Billing Services (IAT) Bill

and Invoice Detail Reports will be available online for the customers to access.
The following will be available:

1. VITA Direct Billing services (I1AT) Bill
2. IT Goods and Services Invoice Report
3. IT Payroll Invoice Report

VITA Direct Billing Services (IAT) Bill will be available in Adobe PDF (.pdf)
format.

IT Goods and Services Invoice Detail Report and IT Payroll Invoice Detail Report
will be available in Adobe PDF (.pdf) format and in Comma Delimited (.csv)
format.
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C. Application Functionality:

Direct Billing Services - Online Bill Access Application is an internet application
which can be accessed by VITA customer billing contacts and other designated
personnel to view, download VITA Direct Billing Services IAT and Invoice
Detail Reports.

Depending on the access privileges granted to the user Direct Billing Services -
Online Bill Access Application provides the following functionality:

Pegasus based user access (Secured Access)

Role based user privileges (Access to single or multiple agency / customer
information).

3. Direct Billing Services IAT and Invoice Detail Reports, online
presentation to agencies/ customers.

Search for Bills (Direct Bill IAT’s and Invoice Detail Reports)
View and Sort Search Results.
View and Download Direct Bill IAT and Invoice Detail Reports.

Online instructions, online help resources, and links to other useful
resources.

N o g &

Direct Billing Services - Online Bill Access Application consists of the following
screens:

1. Logln
2. Bill Browser
3. Help

4. Log Off
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II.How to Access Direct Billing Services - Online Bill
Access Application

A. Business Overview Of Access

Access to Direct Billing Services - Online Bill Access application is controlled
and is based on the user access privileges. There are several different types of
access.

Depending upon user role, access is provided to:
1. Single Agency or Multiple Agency or All agencies

2. Accessto Direct Bill IAT and Invoice detail reports in Adobe PDF (.pdf)
format

3. Accessto Invoice detail reports in Comma Delimited (.csv) format

Role based user privileges

User access to agency information, VITA Direct Services Bills (IAT) and Invoice
Detail Reportsis controlled and is based on the user role. User role and access
privileges are as follows:

1. Accessto agency / customer information

a. User with access to single agency will be able to access only hills
of the agency for which they have been given access.

b. User with access to multiple agencies will be able to access bills of
all the agencies for which they have been given access. User can
view one agency data at atime and have the following options to
select from:

i. Option to display agency/customer list by name or by
number.

ii. Dropdown box with list of agencies/ customers for which
user is given access.

2. View and Download Direct Billing Services IAT and Invoice Detail Reports.
Bill Receivers will have access to the following:

I. View and Download Direct Billing Services IAT’sin Adobe
PDF (.pdf) format.

ii. View and Download Invoice Detail Reportsin Adobe PDF
(.pdf) format and Comma Delimited (.csv) format.
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a. Bill Reviewerswill have access to only Adobe PDF (.pdf) files.

i. View and Download Direct Billing Services IAT’sin Adobe
PDF (.pdf) format.

ii. View and Download Invoice Detail Reportsin Adobe PDF
(.pdf) format.

iii. Invoice Detail Reportsin Comma Delimited (.csv) format are
not available.

b. Administrative Role (for example: VITA Billing Staff)
iii. Accessto al agencies.

Iv. View and Download Direct Billing Services IAT sin
Adobe PDF (.pdf) format.

v. View and Download Invoice Detail Reportsin Adobe PDF
(.pdf) format and Comma Delimited (.csv) format.
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B. Log On Procedure, How To Get Access:

Accessing the Direct Billing Services- Online Bill Access Application

A VITA Pegasus Account is required to access the Direct Billing Services -
Online Bill Access Application Once aVITA Pegasus Account has been
established, and access to the Direct Billing Services - Online Bill Access
Application has been granted, you are able to log into the Direct Billing
Services - Online Bill Access Application with your VITA Pegasus Account
user 1D and password.

The steps below will guide you through the process for establishing your
VITA Pegasus Account, receiving access to the Direct Billing Services -
Online Bill Access Application and logging into the Direct Billing Services -
Online Bill Access Application Screen shots have been included to assist in
the clarification of the instructions.

The Direct Billing Services - Online Bill Access Applicationlogin page can
be found at the following URL.:
http://www.vita.virginia.gov/services/busServe/onlineBilling.cfm
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| Comypantireg Platfnrem | ketop & En = Sarybies
Geospalial S=rnces | Network Servi Video Services | Voice Sernces

Ml | Direct Billing Services - Online Bill Access

Reguest &ooess to Online Billing | Pegasus Profile Manager | Log inte Online Billing

VITA Pegasus Account

cantraiots, bids,

parinesamp

Sp it You will need 8 WITA Pegasus scoourd username and password to scoess Wergln in Informcilan Tech rology Agsecy
—_— onlinz Billing.

Service Offerings . t ke

e Ty e r— The WITA Pegasus sccourt pravides a single ussr name and pas;mlord_t\: I_m A
Fraject Aanagement uzad acrass all VITA web-based aoplications. Howaver, indiidual apolication  \WITA Penasus Ascount
D R o R parmissions must be gbtained for each Y1TA Web &pplication being socess=d.

Mo ukiisnls
poices, sandards,
guideines; forms;
repiE, FAGE

Sale Map

Elﬂtﬂ a VITA PCEIIIJ' Account

If you do not hawe 8 VITA Pegasus account, wou must reguest an scoount. By reguesting & new scoount
here. vou will aleo ba reguesting access 1o tha Onling Biling system, NOTE: Do not usa tha abowe link if

woid have fgo i

Request Access for an existing VITA Peqgasus Account

If you already have & YITA Pegasus sccount For enother WITA applicaton, you will need io follow the
abowa Ink, entar your exating Pagasus Account information, and confirmyupdata your usar account
nformation. On the first sore=n, pleaze chooss "Exisling Users”, This confirmation process will serve ax
wour request for acoess to Online Billing.

(including update your

pdlate Yo

password )
Zlick the ink abowe bo log into the Pegasus Profile Manages and update wour Pegasus fccount, You can
update your cortact information and your password for your YW1TA Pegasus Account.

Forgot youwr VITA Pegasus Account Password? (or userame)

Forgot your password or userName? Click tha ink above to accass Pegasus’ secure and easy to uss
werfication system for scoessing your account and ressiting your password. If you've forgetben vour
password, srer your wwemames an the first scresn. IF you'se forgotten your usemame, sntes your email

address on the frst screan,

Login to Online Billing

in o Onfine Billi

“ou mill naad to enter your Pagasus Account user id and password in order to access the Online Billing
application. Tou'l also need to have already reguested 2ccess 25 per the directions above,

Wrginis Infarmation Technologies sgency
Conktact Lin
Copyright 2004
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C. VITA Pegasus Account

The Direct Billing Services - Online Bill Access ApplicationLogin Page
provides options which allow the user to access the VITA Pegasus Account
Application. The VITA Pegasus Account Application was developed to
manage the growing number of VITA user accounts and application
privileges.

The VITA Pegasus account provides a single user name and password for use
acrossal VITA Web-based applications. However, individual application
permissions must be obtained for each VITA Web Application being
accessed. The VITA Pegasus Account Application provides the following
user-friendly enhancements:

Account owners are able to submit answers to predefined, secret security
guestions that can be used to reset passwords without contacting the VITA
Customer Care Center (VCCC).

Account owners receive a reminder when their account password is
nearing its expiration.
Account owners are able to maintain their own contact information.
Each link is defined below:
a) Regquest aVITA Pegasus Account

This option isto request anew VITA Pegasus Account only. If you already
have a VITA Pegasus Account, do not use this option. 1f you do not have a
VITA Pegasus Account, you may submit your request from here. Upon
selecting this link you are directed to the VITA Pegasus New User Account
page (see screen below).

Step 1.

Select the Request a VITA Pegasus Account link from the Direct Billing
Services - Online Bill Access ApplicationLogin Page.

You are directed to the VITA Pegasus Account page for the Direct Billing
Services- Online Bill Access Application See screen shot below:
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_-v| n X WITA Pegagus Account

Divect Billing Services-Omnline Bill Access

Wl o to e Dipect Biling Service s-Oubie Bl Access User Manager [ keeping with VITA s mandane ro
pregect the O sdth s IT inf = and namsts, users mmst obtsin o VITA Pegams Accomt prior ba
accesalng spocified Comspoaw eakh web-bosed applcations

Llmegs wlll b pmoed one VITA Pegamus Acoount o be nied scrcas these specified Comeronwenkh web-based
pplcat Howavar, § inzicns must be obstained for each applcation being acceased

Fer axampls, ¥ vou hove requasted and received a VITA Pogmmn Accouont for o specific applcation, vou st
Teaquest Socess to subegqueit spploations vin the Existng Users option below, Vowr VITA Pegnrus A coonat will
remngin the same, howeves yowr aocount nill seflect the vericws applcation poosiaions menled

Select an Othsn

7 Existing Users
If vou hre 5 VITA Pogasus Aceumt select this ogho 00 peapmsst
mccam o the Direct Billng Services-Orline Bill Accen s

T New LUsers
If vou oo wog have a VITA Pegasus Acceumt select this option to
eyt o

| Fuf || Cantnue |

Step 2:
Select the “New Users’ option and click on * Continue”

You are directed to the “New User Account Page”. Here you will rneed to supply
basic information such as your name, e-mail address, create a password, and
answer two secret security questions. Please note, when creating a password, you
must adhere to the following criteria:

Passwords must be between 9 and 14 characters in length.

Passwords must contain at least 3 of the following 4 types of characters.
lowercase alpha[e.g., abc]

uppercase dphale.g., ABC]

numerica [e.g., 123]

special [e.g., | @H]

Passwords cannot contain your user name or any part of your full rame.

© O O O

Passwords used previously will not be accepted.
Passwords will expire in 90 days.
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_— s WITA
R W
Wirgdrika Inberrrericon Tachna o Agancy 7 8

New User Account

| You can change your wser information at any time by +izting the Pegasus Profile Manager
|and selecting the "Update Profil=" option. Keeping your user information opdated will
ienmme thiat wou are keept - to-dete with the latest eformation regerding your VITA
|Pﬂniu Account ead the Direct Billiag Services-Ouline Bill Access sie

| Tha contact igformation on this page must be corvect in order to Feceive firther
!mmﬂaru an arcerring the Direer Bitling Sevvicer=-Cniine Bifl decess sire
|

First Mame ML Laxt Mame

[ Il Il |
Telephone oo Bwn Organization

[ i [ - |
E-ﬂ“ {:'un:rlrm EEI“

L L |
Passwaord Policy:

=

T d=s must be k % and 14 characters in length
2. Passwords mmst contam at least 3 of the following 4 types of characters
= lowercase alpha [o.g. abc]
o uppercase alpha [e.g. ASC]
o mummerical [e.g. §73]
= special [o.g. (E=]
3. Passwords cammol coniadn yous user idme oF any part of your fll naee
4. Passwords will expire m S0 days after your acconnt information bas been miled
.

Password Confirm Password

Ef-ianx'-:. }':'l-.r_puawurd'.

Yeow can chamge vour password at any tme by visibing the Pegazes Profile AManager and
selectng the "Change Passvord” ophion. I vou forget vour corrent password, voo can
create a new password by answering Secret questons to valdore vour identity. Pagasus
FProfile AManager will display vour Secret questions - you will need to provide the cormect
amwers, Choose questions and answers that are easy for vou 1o remember b difficuls for
others o guess

A link to the Pag Profils Aanager will ba e te yom wpen mpproval of your
respoest

Choose Secrat Question #1

What ks tha last nama of your favores 1@achar

What ks your bast frland's middla nama

Whatia tha nama of the sraat whara You graw uw
What s the rame of the cityfown hat you were borm in
What i= the Makes and Model of wour first car

Enter the Asswer fo Secrat Ques tioen #1

Choose Secrat Question &2

What yaar did you gradusis rom collage
What year did you get marrisd

What year did you =tart achoal

What year oid you start your first job
What year wam your firel child bam

Enter the Answor to Socrat (Questhon 22

| Cancal [ Continua
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Step 3:

Select the “Continue”’ button in order to submit your request for a VITA Pegasus
Account.

Y ou are contacted with your new VITA Pegasus user ID once your account has
been activated. By submitting your request from this location, your VITA Pegasus
Account will automatically provide access to the Direct Billing Services - Online
Bill Access Application

b) Request Accessfor an existing VITA Pegasus Account

Thisoption is for users who aready have a VITA Pegasus Account, but do not yet
have access to the Direct Billing Services - Online Bill Access Application Y ou will
need to login to your existing VITA Pegasus Account and Confirm/Update your user
account information. By accessing your VITA Pegasus Account from this location,
your VITA Pegasus Account will automatically provide access to the Direct Billing
Services- Online Bill Access Application

Step 1.

Select the Request Access for an existing VI TA Pegasus Account link from the
Direct Billing Services - Online Bill Access ApplicationLogin Page.

You are directed to the VITA Pegasus Account page for the Direct Billing
Services- Online Bill Access Application See screen shot below:

' | | . -

Divect Billing Services-Omnline Bill Access

Walcome to o Dipect Biling Services-Chbae Bl Access Ulser Manager [ keeptng with VITA' s mandare wo
prefoct the O nith s IT infe = and nzmety, usery st obésin a VITA Pogmms Accownt prior bo

accesalng specified Comsroawenkh web-bosed appdoatisns

Users will be krsued one VITA Pegnsus Acoouni o be nsed acrcss these specified Comevonwenkh web-based
applcations. However, permissions must ba obrtained for aach spplcaton being accased

For sxample, # you have requested and received a VITA Pogarm Acccust for @ specific applcation, vou must
Pesquest socess to sulbsequeat sppdoations vin the BExistng Users optton belorw. YVowr “TTA Pegnsus A coomt will
remdin the same, however yowr oocount vl eeflect the variows applcation poosdaions gpented

Sedeat an Dption

7 Existing Users
If vou e 8 VITA Pogasns Accsnwt select this ogrition B0 peagoest
accams 1o tha Direct Billng S ervices-Ovling Bill Accen ste

T New LUsers
If vou P woi have o VITA Pegasus Acceumi select this opton
coouss oo

| Fuf || Contnye |
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Step 2

Select the “Existing Users’ option and click the “Continue’ button. A window
will pop-up requesting your Pegasus user name and password.

=

KX vita.virginia.gowv

User name: |ﬂ j

Password: I

™ Remember my password

0K I Cancel |

Step 3.

Enter your Pegasus user name and password and click on “OK”. Thiswill log
you into the VITA Pegasus Account Maregement Application.

After completing the login, you are directed to the “Confirm/Update User
Account Information” page.

If you receive a message that states, “ There is missing or invalid information in
your VITA Pegasus Account profile. Please update your user information before
changing your password,” thisis normal and expected. It smply means that you
have not completed the process for requesting access to the Direct Billing
Services- Online Bill Access Application
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.

—_— I i b WITA L
t 5 a
1 viginia Informalion Technologhes Agency

Confirm/Update User Account Information

User Name
| ndang

TUpdating vour nser information:

You can change your user iformation at aiy tine by visiting the Pegasus Profile Manager
and =zlecting the "Update Profile” option. K eepmg vour user nformation updated will
|emsnre thet vou are kept up-to- date with the latest information regarding vour VITA
Pegasns Account snd the VITA Bill Access ste. The comract frformarion af thiz
poge minst be correct inorder to receive firther instructions on accessing the VITA
Bill Aecess site

First Mame ME Last Name
oo | e
Telephone wowznoa  Ext Organization

s | i

Email [ Confirm Email

Wﬂhmﬁ'wlamrggma.gu u |

:Chanm':lg yoiur password:

You cen change youor password at any time by visting the Pegasus Profile ANanager and
|selectng the "Change Password” option. If vou forget your current password, you can
create anew passerord by answering Secest questions to validate vour idensity. Pegasus
Profile Manager will display your Secret questions - vou will need to provide the correct
[answers. Choose questions and enswers that are easy for vou to remember but difficuit for
others bo guess.

A link to the Pegasus Profile AManager will be emailed to you upon appeoval of your
request.

Choose Secret Question #1

Whati= the last name of your favarite =acher

What is your bes! frend's middla name

Whatis the name of the ereel whene you grew ug
Whal is the nama of the ciyfiown thal you were barn mn

Whatis the Make and Modal of yaur first car
Eunter the Answer to Secret Question 81

[ooanooos

Choose Secret (uestion #2

Whatwear did you graduate Som colleg
What year did you gat mamiad

What year did you stari schaal

What yaar did you skart your first job
Whatyearwas your first child born

Enter the Answer to Secret (uestion #2

[

| Eack [{ Submit |
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Step 4:

Confirm your information is complete and accurate, enter your e-mail addressin
the “Confirm Email” field, and click the “Submit” button.

Y ou are contacted via e-mail once your VITA Pegasus Account has been set-up to
access the Direct Billing Services - Online Bill Access Application By updating
and submitting your request from this location, your VITA Pegasus Account will
automatically provide access to the Direct Billing Services - Online Bill Access
Application

c) Update Your VITA Pegasus Account with Pegasus Profile Manager (including
update your password)

This option is for users who already have a VITA Pegasus Account, and already have
access to the Direct Billing Services - Online Bill Access Application

From here you are able to update your contact information, change your secret
security questions, and reset your password.

Step 1.

Select the Update your VITA Pegasus Account link from the Direct Billing
Services- Online Bill Access ApplicationLogin Page.

Y ou are directed to the Pegasus Profile Manager page of the VITA Pegasus
Account Application. See screen shot below:

— 1 : : WITA Pegasus Accoun
v A ginic Inkormration Tec I'.:|.'_-.i--'"|.."=".:- y '“_“

Pegasus Profile Manager

Welcome to the Pegasus Profile Manager. Through the Pegasus Profile hfanager you can manage your VITA Pegasus
Aceannt b updating wear user nfornation of changing your paszssrord

This computer syatern i2 the propecty of the Cotrneasweatth of Wirgmia. By accesang and nang this syster, you are
consemting b syetsm monttenng for lasv enforcement and cther purpeess. Unauthonzsd use of this compater system may
subject youto State or Pederal cramnal prosecution and penalties.

Forgot pour password b

If you encounter amy pretlems while ubhhong this page plesse contact WITA Customer Care wna the Web at
bkt e, wite. Megirna, mo v cofagencies. cim
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Step 2:
Select the “Login” option.
A window will pop-up requesting your Pegasus user name and password.

2
A

KX . vita.virginia.gov

User name: |ﬂ j

Password: I

I~ Remember my password

OK I Cancel

Step 3:

Enter your Pegasus user name and password and click “OK”. Thiswill log you
into the VITA Pegasus Account Management Application.

After completing the login, you are presented with the Pegasus Profile Manager
screen. See screen shot below:

VITA Pegasus Account

I L
o R
Virginia Infarmation Technologies Agency ¥ # ‘\

Pegasus Profile Manager

Select an Option

& Tpdate User Information
' Change Password

Exit | | Continue

USER GUIDE - DRAFT Page 16 of 42



VITA DIRECT BILLING SERVICES BILL

Direct Billing Services - Online Bill Access

Step 4:

Select the “Update User Information” option and click the “Continue”’ button. You
are directed to the “Update User Account Information” page.

1 W WVITA SIS L
' x -
v A ginka nformation Tachnologikes Agency p =

Update User Information

Changing vonr user mfonmation:

Eerping you urer wfsematicn updated sall enswre that yow avs et up-bo-date with the
lateet if rmation regardng voor VITA Pegasus Accoumt.

Fost Name - Last [Name
[Tinm L {Waston
Telephone oo rox Fre Cirganazation

| [ furra.

Finail [ C'onfian Frnail

finewestonEydlasarginia.goy [l

:ﬂnmng:i.l.l.g vonr passwaord:

[You can change your passwerd at ar ime by selectmg the *Change Fassword® opbon on
the previous page. [ vou faraet sour current passeeord, vou can create a oew password by
answETmE SrcTet questions w0 wehdats your identty. Pegasns Frofile hManager il
Fsplanr vour Secret quesions - Fouwil need to promde the corvect answeers. Chaoae
lomestions and enswers that are acy far you be remember buk dffouls For othiers to gueas

Clwsse Secvet Questien #1

“ivhiet s this last name afyaur fauonibe feacher

whial i yaur hesl inand's middle nams

el i the name of e sreetwhers you cew up
el & the name o he ctyimen thet you were bor in
“hied i tha Make snd Madel afywour drstcer

Enber the Answer to Secret (uestion =1

Chasse Sacrot (mesaen 72

“hel year did you ged married
‘e waar did wou st school
et year dicl wou stark pouetist ok
‘Wb yaar wes waur first child bom

Enter the Answer to Secret Qnestion 2

| Canreal [l Skl
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1. StepS:

Enter any necessary changes to your profile data, enter your e-mail addressin the
“Confirm Email” field, and click the “ Submit” button.

d) Forgot your VITA Pegasus Account Password? (or User Name)?

This option is for users who aready have a VITA Pegasus Account and have access
to the Direct Billing Services - Online Bill Access Application, but forgot their
Account Password (or User Name).

Step 1: Select the Forgot your VITA Pegasus Account Password?(or User
Name)? link from the Direct Billing Services - Online Bill Access Application

Login Page.
You are presented with the “User Verification” screen. See screen shot below:

_— 1 1 WITA Pegasus Account
v A-.::-- T Tl 1 Hogles Acency . -ﬂ
— —

User Verification

Step 1

Please enter your VITA Pegasns Acoout user name o emnl address:
|

[ Cancsl | S |

Step 2: Enter your VITA Pegasus Account user nrame and select the “ Continue”
button.

Y ou will receive a message stating that your Verification Code will arrive by e-
mail.

—-'v| A k& VITA Pegasus Account

User Verification

Step 1
“You will receive an emal sharthy with detnds oo resobyving you forgotten
password. [n few & minotes check vour mbox and follow the msineetons
within

Benurm to the Pepssus Profile Megsger

Once you have received your Verification Number, you are ready to resume with
Step 3.

USER GUIDE - DRAFT Page 18 of 42



VITA DIRECT BILLING SERVICES BILL

Direct Billing Services - Online Bill Access

Step 3: You will receive an Email with your Pegasus Account Name, Y our
verification code. Follow the instructions given in the e-mail. See screen shot of
the email below:

diect: Pepasus Profis Manager

Yomr Name,

Your VITA Peganss Accoont user name is | TODETORE
‘I-U'I.IT 'r'ET.lﬁl:ﬂbﬂl‘l code 1 !\\L'{LELIIJ\."LK

To contimme, please browse to hitps/sI02 vita virginis gov pegasys profileforgot se=pl. din and sopply the above
mnfesnaticn
Ifvou click an this link ond vecsive an @ror, plase copy the link gnd peste into you browser’s oddvers frald

Mote that your verification code is onby valid for 7 days

Flease de not rephr to this email [ yon pzed assistance please confact VITA Costomer Care via the Web at

ey vk v vivcoc asencies ohm

Thank You

Step 4: Please browse to

https.//xxX.vita.virginia gov/Xxxxxxx/xxxxxxx/forgot/step2.cfm (actua link sent
in the e-mail) and supply the information.

If you click on thislink and receive an error, please copy the link and paste into
you browser's address field

You aredirected to “User Verification” screen. See screen shot below:

—vl A G VITA Pegasis Account

User Verification

Step 2
VITA Pegasus Acoou user name
Venfication code
I Cancel || Canlinue I

Step 7: Enter the VITA Pegasus Account User name and the Verification code
and then select the “Continue” button.

After selecting the “ Continue” button, you are presented with the “User
Verification” screen. See screen shot below:
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—v| A s - VITA Pegasis Account
Yiginia Informntion Technologlas Agency .‘_u

TUser Verification

Step 2
NTTA Pegasus Account user name | |
Wenficanen cadds |
| Cancel | | Conlinue |

Step 8: Enter your VITA Pegasus Account user name and enter the Verification
Code you received in your e-mail, thenselect the “ Continue” button.

You are directed to the “ Change Password” screen.

- 1 " . WITA Pegasus Account
v A-.- gnka Infoermation lechroigles agency p .q '.

Change Password

|Sre|.r‘3

What iz vonr best Diend's middle name?

What year did you graduate fiom college?

Ilew passwond Confivm new passwordd

Carcel i Submmit

P-'I.T!“'I:Il.'d PIIII’l.'"-

1. FPassrwrords ook be betereen 9 and 14 characters i length
2. Pasgwards sk contaon af least 3 of the Ballownng 4 oppes of characters
o lowercas= alpha [e.g. abe]
< uppercasc glpha (.o, ARG
o numercal [e.g £25]
o epecial [e.g. fE#]
3 Passwards camnot contan sour ussr name ar any part of sour Gl name
4. Premeusly used passwords wll nat e accepted
5. FPagewrords will capae m 90 daye

Step 9: Enter answers to your two secret security questions. Y ou will need to
create a new password and retype that password for confirmation. When you are
finished, click the “Submit” button.
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Please note, when creating a password, you must adhere to the following criteria:
Passwords must be between 9 and 14 characters in length.

Passwords must contain at least 3 of the following 4 types of
characters.

lowercase alpha[e.g., abc]
uppercase dpha[eg., ABC]
numerical [e.g., 123]
special [e.g., | @H]

Passwords cannot contain your user name or any part of your full
name.

© O O O

Passwords used previously will not be accepted.
Passwords will expirein 90 days.

After clicking the “Submit” button, if you have correctly answered your two
secret security questions and adhered to the password requirements, you will
receive the following success window:

—vl A : WVITA Pegasus Account
dirpinia Inf b ¥ o A z : 1

Change Password

[ Tieer porsnvond chamged succasgtih
y Main Fage

. ehim Ee

Click the Return to Main Page link in order to exit this window.
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D. Direct Billing Services - Online Bill Access Application

In order to log into the Direct Billing Services - Online Bill Access Application, you
must have already obtained a VITA Pegasus Account and received access to the
Direct Billing Services - Online Bill Access Application

Step 1: Select the Login to the Direct Billing Services - Online Bill Access
Application link. A window will pop-up requesting your Pegasus user name and

password.

2

=)
A

JO0K . vita. virginia. gov

Lser name: I | j

Password: I

I Remember my password

Step 2: Enter your Pegasus user name and password and hit “Enter” key on your.
This will log you into the Direct Billing Services - Online Bill Access
Application You are directed to the Direct Billing Services - Online Bill Access

Application home page.
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IIl. How to use Direct Billing Services - Online Bill
Access Application — Bill Browser

Bill Browser screen will be displayed when userslog on to the Direct Billing Services
- Online Bill Access Application. Bill Browser screen is the home page of Direct
Billing Services - Online Bill Access Application.

Bill Browser Screen - Home Page

-
Bl R e Fgesim Qo ke

Application Name

#
Direct Billing Services-Online Bill v | A
AECEES S04 Wirginia Mformapon Teotaoiges Ageacy
' UE
? Y

— Screen Name
Bill Browser - Homge— e HE
<——;Er-e§mm. Expand./ Collapse

— Instructions Button

.! ::::'E:: :}T:;:Ilzlfznj.-

T, PYess Mha brton [Ra-Anply PR o vad O DS feF Uil S @etned ROcaminls id Bl Cyefi. .

4. Tz change sccaurds, melack srothar aczount and prees [ra-Apply Filker] mymr. T | nStruC'[IOﬂS

_J

Filter: — i Filter to set search
Moceunts: (B by @ Ran @i J criteria

POITPTRT SRS 0 CART S, DEPANTME KT OF (§151)

Re-Apply Filter Button

1 Search Resulis:

Search Results will be
displayed here

i Yo sebection(s) &0 nod have a matoh, Try inreasing the B Cyche menge of changing the cusionmes scosmit
L R e o A e e, it s o O e o T L iy B ] it e i wla

| B- Urbie ta wiaw o apan POF Tles 0N your ¢ ompa ber? 2

'.1: = Uruable to v or open C5Y fhee on your computsf™ Ost oo

—— Linksto download file
viewers

A. Screen Description
Bill Browser Screen isdivided into 3 main sections:

a. The top portion of the Bill Browser Screen provides onscreen instruction on
how to use the Bill Browser

1. Ingructions
Online Instructions on how to use the Bill Browser.
Expand / Collapse link.
0 Click onthe Expand link to expand and view the instructions
dternatively
0 Click onthe Collapse link to hide the ingtructions.
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b. The middle portion of the Bill Browser Screen displays the name of the
agency / customer, whose datais being displayed, and a provision to select the
Bill Cycle Dates.

1. Filter
Filter allows the user to set a search criteria:

0 Accounts(Agency Name): Dropdown box with single agency /
customer number is displayed. Only the agency / customer for
which the user is given access is displayed in the Dropdown
box

o Bill Cycle Date Two Dropdown boxes are provided to select a
bill cycle range

0 Re-apply filter button is displayed

Note:  For users with access to multiple agencies / customersthe
dropdown box lists names of al the agencies/ customers for
which the user is given access. Users can select and search

one agency'shills at atime.
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2. Search Results

Search results are displayed in a table with the following column
headings:

View / Download Bill column
File Type
Bill Cycle
Bill Name

© O O o O

Invoice Date

Bills per page: Select the number from the dropdown box to set the
number of billsto be displayed in the search results table.

Sort Search Results: Search results are sortable by
o Bill Cycle
o Bill Name

o0 Invoice Date

c. Bottom portion:
1. Tipsand Helpful Links
Comments, Tips:

o Comments and tips on Search results are provided for users
references

Download links:

0 Userswho do not have Acrobat Reader and Microsoft Excel
installed can access the download site using these links

= Get the Adobe Acrobat Reader.

= Get Microsoft's Excel File Viewer.

0 Linksto download Adobe Acrobat Reader and Microsoft Excel
file Viewer are al'so provided on Bill Browser Screen.
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B. Using the Application’s Functionality:

1. Set Search Filter

Users can select search criteria using the following options:

Accounts. (list by C Name = Number)
Users can select the radio button under the “ Accounts list by” option to

sort the agency / customer listing in the dropdown box either by
agency name or by agency number

Agency / Customer Number
Users can select the agency / customer using the dropdown box.
Only the Agency / Customer number for which the user is given access
is displayed in the dropdown box.
Note:  For users with access to multiple agencies / customers, the

dropdown box lists names of all the agencies/ customers for
which the user is given access.

User can select and search for one agency s hill at atime.
Bill Cycle Date

Users can select Bill cycle date using the two dropdown boxes
provided to select a bill cycle range.

By default the two dropdown boxes display latest bill cycle date.
Re-Apply Filter

User can click on the “Re-Apply Filter” Button to apply the selected
search criteria.

The current filter settings are displayed next to Re-Apply Filter Button
for user’s reference.
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2. Display Search Results

Bills per Page

Users have the options to select the rows per page in which the Search
results will be displayed.

Select a number (5, 10, 15, 20, 25, 30, and 50) from the dropdown box
to set the number of rows per page to be displayed in the search results
table.

Number of pages in which the complete search results are displayed is
displayed on the lower left corner of the Search Results Table.

Bill Browser — Search Results Displayec

Direct Billing Services-Online Bill Vr‘! A
ACCESS |200% Virginia Informtion Technokges Agency F

Bill Browser - Home | et {];ﬁ‘
Instructions;

Seisct an Gccount

Selact 3 Bl Cycle rangs,

Frasa the button [Re-2pcly Filter] bo wsw e bils for the salacted Sccounts and B Cycls
To changs accounts, selsct ancthar account snd press [Re-apphy Fiter] again,

Wb

Filter to set search
criteria

Filter:

= (st by @ Mame ®1
SRl AVISTION, DEPT OF &

Linksto Sort Search
Results

Inveicn Date

Bl Mo

DES Intaragency Transher (J4T) 2/14/2004

# T B
wiEw [ES T Goods and Serdces [rvcice Detad Data 7i1a/z0n4

[oice Datal Repert 20142004

=
MIEW H
7 = .| View and Download
ViEW  DOWNLOAR ) esv DES [T Fayrol Invoice Detail Dats 741472004
& ' 0 Icons
ﬂl FOF o DES IT Pasyrol Invoics Detadl Raport 24142004

VIEW  DOWRLOAD

vl A~ [ Bills Per Page

 theere ara\g e bill{<) in the Bl Cycle Range you selected, then either no Bill(<) were generated for that period or the BEI{s] haven't been geimratoed
.
¥ Dropdown Box

B - Latta to wisaNgr open POF filis o your comdter? G5 tha Ad0ba &ccbat Raadar
B - Unable o view oN\gpen C5V files on your compubes? Gat Micrpsof's
Moke: Vour systems adiNnistrator may not akow you to instal softaare,

Excal Fibe viswar
Fizaze check mith your sy=tems adminstrator before rstabng sodtware

KN

Number of Pages
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Search Results Table

Search results are displayed in atable with the following table
headings

View / Dowaoad Bill column

&

4
View icon ¥IEW and Download icon DOWNLOAD are displayed on
each row of the Search results.

#
Click on View icon ¥IEW to open and view the file.

=]

Click on Download icon DOWMNLOAD to download and save the
file

Note: Behavior of these buttons may vary for non standard
web browsers.

File Type

Adobe PDF I@ (.pdf) format files and Comma Delimited % Ccsv
(.cov) file are displayed by the Direct Billing Services - Online Bill
Access Application and are available for users to view and/or
download.

E Icon, % icon in File Type column indicate the type of file
-diﬁ)l ayed in the respective row.
Icon will be displayed for an Adobe PDF (.pdf) file.

% Icon will be displayed for a Comma Delimited (.csv) file.

Note: Access to Adobe PDF (.pdf) format files and Comma
Delimited CSV (.csv) file depends on the user role and
user privileges.
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Bill Cycle

Bill Cycle column displays the Bill Cycle date and the Bill Period
ID. Standard Billing Cycle and Special Billing Cycle are also
identified for user reference.

Bill Cycleisdisplayed in Month — Y ear — Bill Period ID format.
Bill Period A is the Standard Bill cycle
Bill Period B, C, etc are the Special Bill Cycles

ﬂ Information icon is displayed next to the Bill Cycles label
(Column heading). User can click on the icon to read more
information on Bill Cycles.

By default Search results are sorted on Bill Cycle date and are
displayed in reverse chronological order.

Bill Name

Bill Name column displays the name of the bill or report that is
referenced in that row.

Depending on user roles the following bill names will be displayed:
Direct Billing Services IAT (.pdf)
IT Goods and Services Invoice Reports (.pdf)
IT Goods and Services Invoice Data (.csv)
IT Payroll Invoice Reports (.pdf)
IT Payroll Invoice Data(.csv)

Invoice Date
Invoice Date column displays the Invoice Date. Invoice Detail
Reports rows will display the same Invoice date as their respective

IAT.

Invoice Date on the IAT will match the Invoice Date displayed.
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3. Sort Search Results

Users have the option to sort displayed search results. Search results
can be sorted based on the following options:

Bill Cycle
Bill Name
Invoice Date

Note:  Filter will be re-applied every time you sort the search resullts.

Click on the Bill Cycle labdl to sort search results by Bill Cycle.

Search Results will be sorted by Bill Cycle ID in the reverse
chronological order (for example, September 2004, August 2004,
July 2004, etc.). Thisis aso the default search result sort.

Click on the Bill Name label to sort search results by bill name.

Search Results will be sorted by bill name. This sort will be helpful
to list al Direct Bill IAT’s, dl IT Goods & Services Reports etc.,
together.

Click on the I nvoice Date label to sort search results by Invoice
Date.

Search Results will be sorted by Invoice Date in the reverse
chronological order.
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4. View and/or Download Direct Bill IAT, Invoice Detail Reports

The user has the option to view individua files (IAT or Invoice
Details). Users will be able to access bills and reports that are
displayed in the Search results table.

Depending on the user’srole, the search results table on Bill Browser
Screen will display the Direct Billing Services IAT in Adobe PDF
(.pdf) format and Invoice Detail Reportsin Adobe PDF (.pdf) format
and Comma delimited (.csv) format.

Users can View and/or Download Direct Bill IAT, and Invoice Detail
Reports.

Note: Behavior of these buttons may vary for nonstandard web
browsers.
View Files

The user is required to specify the Search Criteriain one or more
of the available Search Criteria fields and click on the Re-Apply
filter to view the search results.

Review the search results and identify the file (IAT or Invoice
Detail Report) to view.

Click on the Vievvvf%w icon to view the respective file.
(Users can aso click on the row to view that particular file)
a. If the associated file is a Adobe PDF (.pdf) file:

File will be displayed in a separate browser window.

Note: If you are not able to open the file, Adobe Acrobat
Reader is required to view an Adobe PDF (.pdf) format
file. Link to download Adobe Acrobat Reader is
available on the Bill Browser screen. Please check with
your systems administrator before installing software.

b. If the associated file is a Comma Delimited (.csv) file:

File Download window will appear. In this window the user
will be able to select from the following options:

= Open: to open the Software Datafile and View the
Data.

= Save: to save the Software Datafile.
=  Cancdl: to cancd the file download action.

= Moreinfo: to access more information (help) on file
downloading.
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File Download Window

i Dowmdnad 4 i
49 | Sorse tan can s pour coputer. § e e nloreson baicw
-r,:' Io0d S SUSEHOOUS . oF You 30 not Sully DS T Boune, 00 Nt e £
waren il
Fanyes: ., G5C-(HILML-08 0008, O35
Fiabpe:  Mirasoft Beosl Comres Separaied Vel P
Fore besdl

thonskd e e 0o o B B K0 R OO

:p-.|ﬁ,m| Cocd | i |

' Hwna pak bt oosing e bpps of B

Click on Open Button of the File Download window to open
thefile.

File will be displayed in a separate browser window.
The downloaded file will be in Excel (.xIs) format.

Note: If you are not able to open the file, Microsoft's Excel
File Viewer isrequired to view a Comma Delimited
(.csv) format file. Link to download Microsoft’ sExcel
File Viewer is available on the Bill Browser screen.
Please check with your systems administrator before

installing software.
Other options

Click on Save Button of the File Download window to save the
file.

Click on Cancel Button of the File Download window to cancel
the View action.
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Download and SaveFiles

The user is required to specify the Search Criteriain one or more
of the available Search Criteria fields and click on the Re-Apply
filter to view the search results.

Review the search results and identify the file (IAT or Invoice
Detail Report) to download and save.

=)

Click on the Download DOWMNLOAD jcon to download the
respective file.

File Download window will appear. In this window the user will
be able to select from the following options:

= Open: to open the Software Data file and View the
Data

=  Save: to save the Software Data file.
=  Cancdl: to cancd the file download action.

= Moreinfo: to access more information (help) on file
downloading.

Click on Save Button on the File Download window to save the
datafile to the desired folder.

Save Aswindow will open. Navigate to the desired folder.
Rename the download file.
Save the file as an Excel (.xlIs) file.

Other options

Click on Cancdl Button of the File Download window to cancdl the
View action.
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V. Help

= Heed
Click on the Help icon """ available on top right corner of
each of the application screens to access the Direct Billing Services
- Online Bill Access Application Help screen.

Help Screen will appear. See screen shot below

HELP SCREEN
| B relp - Pooosoit ermet tploeer a0l x|
|| Bo o pow Fuvol Tmds e 3
=
F2004 Vrginia Infarmation Tachnologias
Direct Billing Services- |
Online Bill Access ey WA
E =M
Help Ll o= o
Far help with acoess and application questions; pleases first dewnkad and refer @ the D i € Llnk to access User
Cobne Bil Access Usar Guide, Version 1, Tha user guide ncludes a "Frequantly &) kinn” sechio F Guide
SNEWArS many Comman troubleshooting items,
IF wou are axpanencing problams such ag "no agencies are displayed in waur biling list box® o "no bl ane
displayed”, pease contact the VITa Customer Care Center
« [nside the Richmond Metro Area; 804- FEG- 3932
i Oubsids the Richmaond Makro &rea: 1-B56-637-2482
» Altenativaly, amall ug at voocabvits vingires gow, Note! Bl tickers received thiough emal are aitomancaly
assigned a low pricnly,
2l

Follow the instructions on the Help page to access additional help
resources on Direct Billing Services - Online Bill Access

Application.
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A. FAQ’s

Q1: | am able to see only bills for Agency number 00XXX.

A: Access to Direct Billing Services - Online Bill Access application is
restricted. User can only view bills of agencies for which they have
been given access

Q2 No hills present for a Billing Cycle?

A: Following message will be displayed “Y our selection(s) did not have a
match. Try increasing the bill cycle range or changing the customer
account”. Invoices for any billing cycle are generated only if there are
any billable transactions during that billing period.

Q: | don’t get an e-mail regularly?

A: E-mails are sent to a Billing Contact (Bill Recelver and Bill Reviewer)
only if an invoice is generated for a particular billing cycle. Y ou will
not receive an e-mail if there is no invoice for your agency in a
particular billing cycle.

Q: Only Adobe PDF (.pdf) files are displayed.

A: User access to bills and reports is based on user role.
Bill Receivers have access to Direct Bill IAT sin Adobe PDF (.pdf)
file format and to Invoice Detail Reportsin Adobe PDF (.pdf) file
format and Comma delimited (.csv) file format.
Bill Reviewers have accessto Direct Bill IAT’ s and Invoice Detall
Reportsin Adobe PDF (.pdf) file format only. Invoice Detail Reports
in Comma delimited (.csv) file format are not available for Bill
Reviewers

Q: | am unable to view Adobe PDF (.pdf) files on your computer?

A: Adobe Acrobat reader is required for view the Adobe PDF (.pdf) file.

Links to download Adobe Acrobat reader are provided on Bill
Browser Screen.
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| am unable to view or open CSV files on your computer?

Microsoft's Excel File Viewer is required to view comma delimited
(.cov) files. Links to download Microsoft's Excel File Viewer are
provided on Bill Browser Screen

What are CSV files?

A comma-separated values file, known asa CSV file, isatype of data
format in which each piece of datais separated by acomma. Thisisa
popular format for transferring data from one application to another,
because most database systems are able to import and export comma-
delimited data.

For example, data pulled from a database and represented in comma-
delimited format looks something like the following. Each column
value is separated by a comma from the next column’s value and each
row starts a new line. (Source: www.pcwebopedia.com)

| don’t see Invoice Detail Reports for my Direct Bill IAT for the May
month bill cycle.

Invoice Detail reports are generated for all the line items on the Direct
Bill IAT. Invoice Detail reports are generated only for the line items
present on the Direct Bill IAT, giving detail supporting information for
each line item on the Direct Bill IAT. Invoice Detail reports are not
generated for Adjustment entries (emergency credits and debits)

We have procured IT Goods and Services and the item is not shown on
the IAT?

Customers will be invoiced only after the payment is made by VITA to
the vendors.

Descriptions on Invoice Detail Reports are wrong?

Direct Billing application utilizes the eVa data ertered by the
customers, and the descriptions on Invoice Detail Reports are the same
as entered by the customers. Please verify the same with your
procurement department.

Do | have to have a Pegasus account to access the Direct Billing
Services— Online Bill Access Application?

Y es, a Pegasus account is required to access the Direct Billing
Services— Online Bill Access Application. Details to get Pegasus user
ID and password are provided on page 9 of this user guide.
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We want to add a new hilling contact (Bill receiver / Bill Reviewer)?

Adding or changing a billing contact can be done using the Direct
Billing Services Contact Maintenance From. Use the submit button at
the bottom of the form to e-mail the request to VITA Billing
Department. (Email address: Billing@vita.virginia.qov).

Where can find the Billing Contact Maintenance From?
Billing Contact Maintenance From can be accessed online @
http://www.vita.virginia.gov/misforms/forms/vitadbs bcc.cfm

Whom should | contact regarding technical issues like:

Can't get access to Direct Billing Services — Online Bill Access
Application.

Password is not working.
Bill don't display, unable to open bills

For al technical issues please contact the VITA Customer Care
Center:

Inside the Richmond Metro Area: 804-786-3932
Outside the Richmond Metro Area: 1-866-637-8482

Alternatively, email us at vccc@vitavirginia.gov. Note: All
tickets received through email are automatically assigned alow
priority.

Whom should | contact regarding Business/ Billing Detail issues like:
Wrong agency shows up

PO shows up; didn't order. Application uses eVA. First verify
within eVA and with agency personnel that order did not originate
from agency.

Questions on payroll information, IT Goods and Services
information, etc.?

For all Business/ Billing Detail issues please contact the VITA
Customer Care Center:

Inside the Richmond Metro Area: 804-786-3932
Outside the Richmond Metro Area: 1-866-637-8482
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Alternatively, email us at vccc@vitavirginia.gov. Note: All
tickets received through email are automatically assigned alow

priority
Q: Why are our purchases not reflected in the current month IAT’ s?
A: Agencies will be billed only after the payment is made by VITA to the

vendors.

Vendor payments are made after verifying the purchase order, vendor
invoice and the agency receiver. A three way match is required in
VITA’sfinancial system to release the vendor payment.
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V.Log Out

@
Click on the Log Off icon off available on top right corner of

each of the application screens to access the Log Out screen and to
log out of the Direct Billing Services - Online Bill Access
Application.

Log Out Screen will appear. See screen shot below.

LOG OUT SCREEN

B Log Dut - Microsalt Inbemet Eoplorer

a0l
= B
|
= = S20P4 Lirgina Mafarmation Technohgias
Direct Billlng Services- i
Online Bill Access i /
Log Out Lalto | s
¥ou have chosan bo log out af WVITA Bill Access.
Y@ may Continus o o) off @@ y-aescaga boe Wil display falkng yeel Phat & peacses e breing fo cloce tha Continueto Log off
il This i aspactad,

acknowledne this by il':‘hé(.EIl"-.'l the ¥as buthan, vour t"f".l;.liel window will Clsa.

- Link

IF you did nok really wish to log off, than please seleck the Cancel butkon and you will rebum to the page that

you ware on belfore

Cancel

Follow the instructions on the Log Out page to Log Out of the
Direct Billing Services - Online Bill Access Application.

Click on continue to log off link to continue the Log Off process.
A message box will be displayed with the following message

“The web page you are viewing is trying to close the window. Do
you want to close the window?’
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Microsoft Internet Explorer x|

€ ) The Web page you are viewing is trying to dose the window.
“r
Do you want to dose this window?

Click on Yesto log off from the Direct Billing Services - Online Bill
Access Application

Click on No to remain on the Log Off page of the Direct Billing
Services - Online Bill Access Application

If you did not wish to log off, click on the Cancel button and you
will return to the previous page that you were on before.
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VI. Appendix
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A. Appendix -1
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